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Initial inquiry about 
licensing process is 
received from the 

agency

Inquiry is sent to 
Residential Licensing 
Supervisors (RL Sups) 

and Residential 
Licensing Manager 
(RLM)  to discuss 

logistics.  

RL Sups discuss 
funding, 

requirements, 
training and area 
needs with the 

agency

Residential Initial Licensing Process

If the agency decides to 
pursue licensing with 

DCS, KC emails the New 
Facility Training 

Registration Form, link to 
applicable codes, 

contract, and Families 
First information.

Agency attends 2 day 
New Facility Training (all 

agencies are asked to 
bring administrators and  
strongly encouraged to 

attend, regardless of 
experience)

RL Sups and Res Lic 
Manager (RLM) offer to 

meet with agency to 
give an informal 

impression of the 
agency’s location/

building they may have 
in place

Once location is ready, 
agency submits State 

Form 45158-Application 
for Residential Facility to 

Residential Licensing 
Inbox

(DCSresidential.licensing
@dcs.in.gov)

Once location is ready, 
agency submits State 

Form 45158-Application 
for Residential Facility to 

Residential Licensing 
Inbox

(DCSresidential.licensing
@dcs.in.gov)

RL Sup adds agency to 
the Initial Licensing 

Spreadsheet to track 
progress

RL Sup adds agency to 
the Initial Licensing 

Spreadsheet to track 
progress

RL Sups review 
application and decide 
which RL Specialist to 
assign to the agency. 

Clinical Services 
Specialist (CSS) is 

assigned by location.

 Is this a sufficient application? No

Yes

Staff with RL 
Supervisor and 

determine how to 
respond to agency

RL Specialist will 
contact agency and 

advise that the 
application is not 

sufficient and 
outline what needs 

to be revised.  

RL Specialist creates 
license in MaGIK and 

uploads 2 page 
application.  This allows a 

profile and assigns a 
license number based on 

type.

RL Specialist creates 
license in MaGIK and 

uploads 2 page 
application.  This allows a 

profile and assigns a 
license number based on 

type.

RL Specialist 
completes 

Residential Initial 
Application Review 

Checklist 

RL Specialist 
completes 

Residential Initial 
Application Review 

Checklist 

Agency resubmits 
application with 
revisions to RL 

Specialist

Agency should complete 
Needs Assessment and 

notify assigned RL 
Specialist when 

completed. RL Specialist 
will forward to RLM.  

RLM will notify RM and 
ask for feedback

Agency completes and 
submits  packets to 

Board of Health for Food 
and Nutrition and 
Health/Medical.  

HFSsurvey@ISDH.IN.gov

Agency contacts RL 
Specialist when they 

receive approvals for Food 
and Nutrition approval 

letter and Health Program 
approval letter and State 
Dept of Health approval 
letter.  Agency should 

upload these documents 
into portal.

Agency can simultaneously work on these approvals while pursuing licensure with DCS

Once approved, the agency notifies 
the RL Specialist that the approval 
letter for Food & Nutrition from 

Board of Health, approval letter on 
Health/Medical program from 

Board of Health and approval letter 
from State Dept of Health have 

been uploaded into KT

Employee monitoring 
RL Inbox forwards info 
to RL Sups & RLM for 

review.

 RL Specialist provides 
agency with vendor 

application (W-9, 
Direct Deposit Form & 

KT User Agreement 
Form) to be completed 

and returned to RL 

Specialist

 RL Specialist provides 
agency with vendor 

application (W-9, 
Direct Deposit Form & 

KT User Agreement 
Form) to be completed 

and returned to RL 

Specialist

When RL Specialist 
receives completed 
vendor forms from 

agency, forward 
completed forms to 

Michael Sturm and CC 
RL Sups and RL 

ManagerRL Specialist notifies 
background check 

unit of the agency’s 
information in order 

for them to have 
access to IdentiGo

RL Specialist notifies 
agency of vendor approval 

and provides list of 
required documentation  

and instructions for 
uploading.  Discuss when 
the agency will have the 
documents uploaded for 

review

RL Specialist notifies 
agency of vendor approval 

and provides list of 
required documentation  

and instructions for 
uploading.  Discuss when 
the agency will have the 
documents uploaded for 

review

Michael Sturm will 
notify Residential 

Licensing upon 
approval of vendor 

status

RL Specialist set a 
reminder to check 

KidTraks on the agreed 
day for documents to be 

received from agency.

Yes

Have documents been 
uploaded into KT by agency?

Contact agency to 
help remove 
barriers to 

document upload 
and set another day 
that documents will 

be uploaded by.

No

Yes
Are all application 

documents acceptable?

If changes/additions are 
needed, continue 

utilizing checklist until 
agency has provided 
acceptable revisions 

indicated on the 
checklist.  Staff with RL 

Sups if there are 
questions/concerns.

If no changes are 
needed, provide the 

agency with information 
for completing 

background checks.  
Discuss a date that 

background checks will 
be complete.

No

RL Specialist reviews 
application.  CSS 
reviews and relay 

questions/concerns to 
RL Specialist.

Agency is contacting 
State Department of 

Health for their building 
and any local approvals 

they need to operate

Contracted agency instructions for 
uploading documents.

Contracted agency instructions for 
uploading documents.

Non-contracted agency instructions 
for uploading documents.

Non-contracted agency instructions 
for uploading documents.

RL Special ist  has gathered all 
information and inspections from 

agency.  Does RL Specialist 
recommend licensure?

RL Specialist goes 
back to agency with 

revisions until 
agency decides to 
withdraw from the 
process or makes 
their way through

RL Sup forwards 
recommendation to 

RLM stating that they 
are recommending 
licensure for agency

RLM sends email to 
RL Sups and assigned 

RL Specialist 
acknowledging 

receipt of 
recommendation and 

providing approval

RL Specialist 
schedules 

walkthrough of 
agency’s 
building

RL Specialist completes 
walkthrough of 

agency’s building and 
completes Residential 
Initial License Checklist 

and Exit Narrative

RL Specialist completes 
walkthrough of 

agency’s building and 
completes Residential 
Initial License Checklist 

and Exit Narrative

RL Specialist will 
email the Initial 

Licensure Checklist 
with Exit Narrative 
recommendation 

to RL Sups

RL Sup reviews exit  narrative and 
inspection,  Does RL Sup agree with 

RL Special ist  recommendation?

No

RL Sup asks RL 
Specialist to 

correct 
discrepancies 
with agency

RL Sup finalizes 
and approves 

license in 
MaGIK

Once finalized in MaGIK 
RLM emails agency to 

confirm licensure.  
Attach license and 

instructions to display in 
facility. 

*If licensed, but non-
contracted agency, 

process would end here

Fiscal/Rate Setting 
does their process. 
Corey works with 

agency on projected 
cost report

Contract Unit does 
their process

RL Manager receives 
notification that 

contract and rate has 
been finalized

RL Manager notifies 
DCS Resource Unit 

and Deputy Directors 
that the contracts is 

finalized and provides 
a brief description of 

the program(s)

RL Manager emails 
agency advising them that 

they can start providing 
services.  Include assigned 

RL Specialist, Clinical 
Services Specialist, RL 

Sups on email

Yes

Yes

No

Set a reminder to 
check in KT for 

background checks or 
to verify with agency 

that they are 
complete.

Are background checks 
complete for administrator 

and current staff?

Contact the agency to 
help remove barriers 
and ask the agency to 
set another due date 

for completion of 
background checks

Yes

 RL Specialist receives the 
approval letter for Food & 

Nutrition from Board of Health, 
approval letter on Health/

Medical program from Board of 
Health and approval letter from 

State Dept of Health through 
uploaded documents in KT. 

RL Specialist ensures agency is 
ready for inspections and 

notifies RL Sup.No
RL Specialist adds 6 
month and annual 

review for agency to 
calendar

RLM completes 
contract request 

form.

RL Sup completes 
request for inspection 
forms and emails to 

Fire Marshall and 
ISDH

RL Sup completes 
request for inspection 
forms and emails to 

Fire Marshall and 
ISDH

RL Specialist receives 
notification from agency 
that the inspections are 
complete and uploaded 

into the MaGIK portal. RL 
Specialist ensures there are 

no outstanding plan of 
corrections submitted from 

inspections.

RLM sends Rate Setting 
Manager an email with 

License Date and attaches a 
copy of the license. RLM 

notifies Contract Specialist 
Supervisor that license has 

been finalized and sends copy 
of the license. Send 

completed Contract Request 
Form to Contract Specialist 

Supervisor 

RLM sends Rate Setting 
Manager an email with 

License Date and attaches a 
copy of the license. RLM 

notifies Contract Specialist 
Supervisor that license has 

been finalized and sends copy 
of the license. Send 

completed Contract Request 
Form to Contract Specialist 

Supervisor 

RLM sends Rate Setting 
Manager an email with 

License Date and attaches a 
copy of the license. RLM 

notifies Contract Specialist 
Supervisor that license has 

been finalized and sends copy 
of the license. Send 

completed Contract Request 
Form to Contract Specialist 

Supervisor 

RLM sends Rate 
Setting Manager an 
email with: License 

Name, License 
Number, and 
Resource ID

../../Blank Applications
../../Blank Applications
../../Initial Licensing Process with Fire and Sanitation/Initial Licensure spreadsheet.xls
../../Initial Licensing Process with Fire and Sanitation/Initial Licensure spreadsheet.xls
../../Instructional-process directions/Instructions for licensing a resource in MaGIK.docx
../../Instructional-process directions/Instructions for licensing a resource in MaGIK.docx
../../Initial Licensing Process with Fire and Sanitation/Residential Initial Documents/Residential Initial Application Review Checklist.docx
../../Initial Licensing Process with Fire and Sanitation/Residential Initial Documents/Residential Initial Application Review Checklist.docx
../../Instructional-process directions/Vendor Directions
../../Instructional-process directions/Vendor Directions
../../Initial Licensing Process/KidTraks Portal Upload Docs.docx
../../Initial Licensing Process/KidTraks Portal Upload Docs.docx
../../Instructional-Process Directions/Vendor Directions/Vendor Profile Attachment Guide Final pdf.pdf
../../Instructional-Process Directions/Vendor Directions/Vendor Profile Attachment Guide Final pdf.pdf
../../Instructional-Process Directions/Vendor Directions/Vendor directions for Non-Contracted Agencies.docx
../../Instructional-Process Directions/Vendor Directions/Vendor directions for Non-Contracted Agencies.docx
../../Initial Licensing Process with Fire and Sanitation/Residential Initial Documents/Residential Inital License Checklist And Exit Narrative.xls
../../Initial Licensing Process with Fire and Sanitation/Residential Initial Documents/Residential Inital License Checklist And Exit Narrative.xls
../../Initial Licensing Process/Residential Initial Documents
../../Initial Licensing Process/Residential Initial Documents

	Residential Initial Licensing Process Map.vsdx
	Page-1


